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INTRODUCTION 



^ <d AilXjL « ^iaJV 1 toil, 1-500.000.000 
d^Lj ^laJfrl *V> JS Jj43 ... ^jJbJV 1 toll 0^,1000.000.000 

.Ifrau-ifr Jij <J j) 4 Aj^^ toll ji^aluu CjLujj^^ 1 H 5 * 4 " 
j jilj^l j ££Ll*1\ j <> c^£U11 S*[>a diLajfl ^jalaJVl t^lau 13)- 

jajl&i C^xuaj CjISj^I AjJadl dUA ji ^tpj 4 a^A Aa^i aaj ^ ^^ILj V j- 

, fljaaol) ^ iula SV1 4*111 
... fSlytf! o-l-UI (> jjJxJI SjCJ djlaj 4*131 aifS tiUku 4j| jA 4 l-lu* ^bl j- 



RESEARCH PROBLEM 
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Ajbl\ 4*1 ^j^hV 1 ^ ^ J** V* j- 4tr> 

: J-aljfr Sjp ^1 <££ 4! ^Lajj jUuall 
4 o-JjJ— J t3— a 4j -UaII j_£ uull y&t J Jj fall f u.1 - \ 

^1*2a1) <Jju1 J ^IxaI) JjA jaJXi]) 4jUC j£ JAlY 

j) ^ uiijj 4 ilia]) £j j 4ji ua 4 jj&lij 4 Lu jj J &1& J a. jj V - T 

(ja j_alt A illall f 1 kfrl f J— gjl j tiLJj j a 1* all j 4 ilia] I 

<_5— 4 J L_giaia. j ljI a jIjlaII J' jSj ' u\ ^ Ifr ^a— ft jjJ jl__uaiS)j 4£j1 ulaII 

.AjJjlaJVI 3*111 cWJ^ cr* Jrf^ 

? 4jUall 

AjJjJaJVl 4*U! d\ J^a jjkj flj ^UajjI jlutfi ^ filS g-aU jj! jA_r 

. 4jJlal) 



RESEARCH SUESTIONS 



C^i AjJjiaJVI 4x11! ^fl AjMj S» jilt ^fl LuUa^l Jjjfl 
diaui! ^fl ^Vinmlt ^^Lyaaail jtu^b US ^.fcuJlj JjaI! QjiukUt 

4Jbu«ljj (JjjjjH]) AjLjjJal ^Jxj uijL^l) u£Ua Ajjjjaj]) A&jay all ^Al 

.^.uuJi j^kiii ^iUai ^u>jj) ji-vi 



IMPORTANT OF RESEARCH 

4x111 c^J-^ ^ CjU>jj) jIujVI ^iJllyjl ^ fill! g-*U jjI! Ajkli ^JU ajjH -> 

OjjIj <UlIa]) ^.il Cil j^jIIjIlmVIj 4jUS1!j Sfrljxtl ^jLg-a Ajau 4aaA| (j±A-1 
.jJxUl j foixlll 4aLa& 4-al.lkiwl ^ 4jjJaJV1 4x111 ^j-alxa 4j*i|J ftJbj ^ 

a) laJL m| 4_l4ALj jljiil <yuUfl -^jjj 4^u)j.lil d gjtu a$ < >n 
jjjlaj J^Lujj AjjjjJj £C-a)jJ ah Vh h) ^ J (joUjJjll ^ lllL^Jj) jIujVI 



RESEARCH TOOL 



RESEARCH WAYS 



4& jIaII CjUa-u! jlutf t fhVtmb 4*1*2*11 4Llutll Ctlut jil! j CjUjjS?! 4x*I >» - > 

j q*a\* 11 j £jljll uiufi]) AuIIal AjJjiaJVI 4x11! <ji jL>Lil *LL> 

.4jjLg_lll Ajjj^d ^ Axuajj iija^v all f IjV txJa jLj^VI JjJJ 0^4 
AjjIjIiVI <J jiual! ^ 4jlUa j blUa 0 ♦ <> 4il> ^Ifr jblVtfl Jfculaji 

AjJJaJVI 4x11) ^ ^jllil ^c-aLj jJ) (jnhl ^2vui <jjl| (JjijIAaI) jLu^l -° 

JaxJI Jljjt Jb&lj di^UI Ji <> titffill Aj^ljJi! jll j^a^j -1 



AjLj£])j S*ljUl CjIjI^a AjlaZ ^jlill g-aLljjil Jjjjlaj <ji f^tj AjJJjAJ 



RESULT 



.diaall ^ |>lVint^i ^j.nVilt jlfLk^U 



ADVICES 

: AjjV) CjUua j3l| J\ luAjAS t> 4h t^uala AIjLJ! giLuJl * ^ 
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CAjlfrA jJjlaii AjJjIaJVI 4*11! oyj^ <^ A&jjIaII g^Ujjll ^l±Lu-l 

.4jUal! ^ ^1 j S*l jil! 

AjIaxII JJ^-aJ J^-uu fliul) tliUajS) jluiV (jjLala-alt a) lali u) -Y 

,4j1«x11 oi^i Ijja-a ojLu&b uilUal) Jja AjaIxjI! 

^1 AjJjIlii! AjkaJl Jjlall JUjjVI j ^UaII lajj Alijki AjJlall - * 

JUfl fla2 ^1! ^Jjj V 

.AUikii ^ ajJjW 1 ^ ^ M j j^i j^j^ 

hjSZtf) Ajbl) ^IjJfl jjjki j AjJ^JV 1 ^ cr*^ cr 5 *^ - V 



The 4 Language Skills 
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INPUT OUTPUT 




EntfiiMU- reading writing 



The four language skills are related to each other in two ways: 

• the direction of communication (in or out) 

• the method of communication (spoken or written) 

When we learn a language, there are four skills that we need for 
complete communication. When we learn our native language, we 
usually learn to listen first, then to speak, then to read, and finally to 
write. These are called the four "language skills": 

• 1: Listening 

• 2: Speaking 

• 3: Reading 

• 4: Writing 
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1 



r 



[First Dream] ] 




jl^Jl ^uiuiVI uJ J 4x3 ^ jj ' Lj-43xl3 ^a) jA AjjJbJVI (jtt fUIuiVI 

V <^iiSJ t JjSj Sj^Ij t-iJa ... (|Jjiaj) jA L» j£ IjjjS ^yu u ^u q] dJ^ <^ 
dlj Ji ^UluuVI gylual j 0^ fcliUKJ! jixj ^j-uj libyj ^-affij & JjVl ^ p*j ? 



t <Lal£ <La]£ aISI^I 4Jl£ La 4jjLa_a j AjJI ^jjfcALyyS La j£ <LaAjjj dlui&j jj V- 

JUS 

j j ux^ai IjJjj £&1 t ^ Lj-Sj-i^J f LaiuaVl £-a j £jLui3! j £uJl 

.1x4 I flg alt* jA (j^j^VI J t J-}^ J^*J 'La jjC* 



j As.) j) jp JXJ j j i £ul\ |& j JliHII 
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LISTEN 



LISTENING SKILLS AIMS 



Input Output 
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S^ljfl j t( ^&t (JJjia ^ul) £ J^a » J)Jluu!5U i-jjjjjj / J Ig-Ala CAlia. .iALi ) 
.SjjiLa <_U^ ^ Lfriiuaj j a JjAaJl CjLa1£]| (jjjjj j dVlUt j .lit jaJt j j^"**ti< AjjJa l_u£ 

lA* Hatet5 j^t S>> 
John hates ice-cream 

j 4_La jj ^^jx* dliA £)V j't S jbc JjUui qaJs fclulS t j) 4-»l£Jt j£jjJ jt J^utlt qa 
4^a2 jt ljU£ JUuu ^ Cif&lj dj't t^-iJ). WjJfr JJ*J ^ jt Iflftn Sjj^a <i]LiA 

. (<4* jt 

(jjjJ^t Sj% 4Jtj <jj^ 4_«jjt (jn^ mi 4^a3 t?2UA (jt b*A j£Jj1ui 

(iH jj <L«1&3| ^J3L4 J SjLxIt jS^i (jl^jlui kliUjIa-aJt 0 ^A dL^S LJi-Luai I jt 

AilSt JC-lji p\t""u n LjtjbxSt a ^A ^xjj LaJjc. Uajt 
^tja i a J&>uu 4-al£Jt * IaIuij Uajt ^Ixjj j JCljllt ^Jxjj Jj SjjL« ^Sxjj V 

jjC. tlut j <b£L<at tliLajk-* (-luu£1uj 4ial£ 1$-u£j j Sjbxlt ^xjj UjjP Uut 

SjLp hates icecream john (fij* o*>W *jl> dJ*) 

verb subject agreement 
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4-iaaaII c&jlg-a jjhnui I^A Jji* Jluu lai&j IJjI a2j V J jUuJl jl 

.JJafli j £>ui! <J*A? ^UiiSl *J a j <J*A? j£jjlui j (j^ljaJl) 

jj%uj tilljj j ^jj Jju Ujj IgA^lj J SjbxSl ^jjJ diuiljJ J^a 4_al£ <-^-^J ^ 




HOltf TO IMPROVE LISTENING SKILL ? 

— U j£j J j! LUj dUA . 

^a £LuJ! . £Ulu<Vl£ £LuJ! £l dm. listening j hearing On <jL£ o' 1 4^ . ^ 

Ai ja-4 ^ JcLuy <illj£ Jj t JJafll Jluu AiU) Ja) ^£ ^ i_£UaJl JC-Luu jkUl JPljS ^xj 
I^aLu <>j J^aS ^ 4*B ^Jju <> ^jj Jjfl dU$i OJ^-aVl <xlll jAl jjJ 4>g W 

jaUlaJ! AiU\ ^6 <> ULj "?How'd ya do that" :Jj* cr^^ 

"?that How did you do" ^ j^j ^ Uoil djjj V J^iilj 
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jpLuu transcriptJW c? Au y'- 4 J' l)J^ :o*& £-» ^ £*M j» 

, L yajl\ £a jjJjS £iaLL> dua, 4j jtuall TED.COm .4 jl *^ u( V , J L5^ 



^ I jjj iJja, ^luil . i^lui Q^alll SjaJI si* £As CiaaIwI j) Iflttlw ^1 

. JISjU l^Ala, Jjlaj 4laaJl ^pij J&i 



t djiuua i jjjjj Jill <> " t^Uajjj - ^>«i " Oai«aVl toti -Mj 2 O l Jj^ . 0 
" ^_L> JjJI jj% bJli. j) 4l»a, lj£ jluu Jla. ^ 4jluuj i ^IjlLuul 

GUI I&uua Jluu (jjal-aSfl 4*111 Jfti 6^ J ^ (jaJ 

.£11.. ) j£A 41a*1\ I ji I jife I jj jjjj 



.4i*aJl Aijxaj ^1 J^uajl! j Ljl*jlu<yi ^ 



li* '""^'^^ L_ilUa Ui ) JjSj Ja Aajjt JJ-ilj 4iaau» ^1 j) g-«Ljjj .lAluu UHc. .A 
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Aijjki j l$Je JjJuU dJj j t (JU ^jj>i 4jjdajV1 J* £»JauII 

Aijjla JJafii j t AxUI ai^j Jaia i ft u^H dilljf ^^axuaxj UjJ dlii ... <Uj£L* 

j JaLaJI j uajiJI liA 2jj3j Ljau j) j £u,Li Uai. li& j !! f Ualf ^ ojali-j 

IIS ^fcu ^ ftPaij f»i Ol Vft < f UaiSfl (> IJjI tjiaAJ V j duiL ^jlaoJI 
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HOW TO BE EN6LHSH SPEAKER? 



Aajj Cii£l f l^ui AjjjaJVI 4uijIa4 : £&j <j£ ^ j ljjA j 1 alia 4*11) ^jLaJ- 

. V ft 4jjJbJVI ^ <»VI 4jx1 diJala ^J! 6 

j uSjxj ^1 Cil jLulSI j tlilal£ll ^Jlluil ££a\ Laipi : duiiL djSj cr Lj jl f$-all <>2- 
^jji!jU d^Lu.j Jaj ^Ic jj£jjl! <> £lajj ^ dlj j j ^ . rt l+ii dxj JS1\ 



ciSl >all J ^IjbfcSlj £iLal£l! ^iyil : jau ySlI 4jjdaJVI djxl ljjaj £,! JjU3- 
^ dSLalS f Ikki gja ■ flJ ^Je j j laxj.ui yjjl^) MjjjlaJVI AjLLSI *j* Iaj a j . aJjAaJl 
. Cjbjidl ai* £L>jiuiV JUm Jyjla ^ ljIJjUI 4uijLm j. 4x131 J&1 jH Maja 

La ^Jc dljj ^tili* ^Ift J«aaj £j| dll£,ab j : «£U o-Ull 4ljL La ^J! 4jL>Iu.VI JjL*4- 
.4jxjJa 4fljjlaj ^1 uualyjj <jl u&j j . jLutai 4x1 4la^!>La J^Li <j^» 4j <jjU3| jSij 

La£ Vll 6- ^ >«VI lift (iVI diil ylj j <> : V! JjU5- 



J3 j t d&jll Jljla O^luaVI 4jjdaJVI 4x111 I jj.Jaia 4j ^ jAj La Jiaj ^ : 4a1£ t^-uu I j)6- 
aAAAAii ) laill) a! laluil JjIa j HoLufl f l£d| JJafll >aVI t J . 4jJla-all f J-al {yl j\ 

, 4d£ ^uuj 1 alp ( 

dS.iaj ^c. Uuda LcLLl aialyu £l JjLall Qa 4lfl ; ^ J^Ul bu^u, cijiajj V7- 

t>iUll ^Jft La-ua J-«VI (0^1 6* J^ 1 (J^*-J tluJaj I j) dl&I j ^ajdaJVI 



1 aLa j. djc- V^J ^jiall) aj ^ jSj tdafi ^jj iaJLuifl — dj^ajj Lad& : ^^jluu ^jl JjL%$- 
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alj lJ^IjaSI ^ 4jjjlaJVI ^Jxuii lJj^. qjjjUI 1 jft uj$i Ull& 

.AjjllaJVI 4*111 ^JUSj jL-aj^JQ 4*.Uaj a U\ qJuM\ - 

Ijl IjI ja 4*>^<n\\ J^aJl jJiU £uS 

4l»a. J£ ^il ^jk^iA ^ji! OljL2il jt GMAT jl JA^ 1 Ji» 

^Hxa CiuJ 4jJJaJVI Ujjc. qIS j .(jliaJl lift A_aI£ j£ Jja^j luu 

CJ Ii»l! Alijlail JLui uj%" M jlaiaJlj SjJJ^t jilt . Jfrl jia </| cijsul 




Li2 tlul .l^J jilui ^a!£ <j£ ^ j^iil jk*x« CiuJt djx! ^ ljU jiu^l CP dLJ\ U^jc- 

j£ jj^j UJ-V ^ aj <Uj£ Jjjj I jta cijsu U^jp .(jj.<uiaAll j) ait ^ 

Jjxw ^yk- . tjutliA <U jllui laiaJ .Ja&aJl iiL.i! ^jjij £l life Jax! .JUJI 
jSaJa A £±uA 'How are you doing? Jj^ c^aIiu Ja*w oil diii t JllaJI! 
'How Ji« <p>-j ^>VI f UiVI JjSj djl JjIj .1 jjj* l^iu-jU dfr 4laaJ! » 

ui^U lj&are you doing? " 

tliljlg-s .djJaal! tliljt$-a naaj AjjjjjiiiiJl jUiVI g-»tjJ 6* J±»* 

4jJJaJVI CjAaj (j). JJ*JjV ^ La£ JIaj ci^ui Jj±i_lSl Cj|jL$_a t £}' <— Aj^> tSlpLalui! 




; cr L La Sf I jil) Ajjwbi j t Cjijll 
(jjAau LaJ tilj) ^jjA t ^WlU 4jlL<u> AijjJa ^ j t liLIc- SjjJ^ ljIJjLs ^joltTn n Sf ijiil 

.^J^ 1 ^ ^JJ«-a 6^ ^Vl 6* (J> ^ 
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Lla^al j jUili AJauijla I jj Lai . Aifruj j ^ taj ■ Ail d\ j j Sjjua-a UJ^J <j' 0' "" v "" "J 

. I jSA j Jjlai 

^ jj ^ SUL£ tliijij jlfl . Lg_L» (jjjjilujj j i dL£j ^1 1 g v;."*-"' j UjJfr dLmij ^Jjju 

.v dij Sjjii ua . Sf IjaIi £e rwMii ^ j^ij 

j) SJj^ tlilJjLa AIaLu La j£ Aj2 ^jJjJ 'j^*-^ 3 LIhIjS w >A^AJ <jl ^' uAauij 
.JjJfll S«lai qA ill ^ 1 g 1 nil j AxaIjaJI Jjg < nil dll j t jLSii 

HOW TO IMPROVE READING SKILL ? 

'jiAm^I ffi^ti ^|$ut> fjj/ik ^^i^ti>tit} ^yyiii ^m^a 

£l£ j t Aljiaj 6^ L i a ^ a < -" JA L5^ AjJjI^jV* Ailll <>u*aj 

AloL<uAt ci^Uilj i-JUail ^jIulaI Lsljj jjjS JLuu pliul\ AjajjIjIui) i all^l j >( jj2jl^-i> 
(jajC-ljll f-ljlil AjjA j Ajjjj^ AjAtlau CjljLiiji jji jj JUaII I jA ^ cij^l) <j) .AjjxII) 
ai* .4 kj 1 ojj» j!>Lk ^ Ja jaJj» ^jyaSl i bjL> JLuu AjjJaJV) AaIII A^iIjJ ^ 

\i£> AjjjiaJVl AjlIII ljIJjIa] Jj^ <_iU£ S^ljfl A^jji) U <jLi t ^JJ^ ^^Ip If LL j tAia-a 

>L Jfl j^Ja q£ ljUISI ljU1£ 4»aS£ j£ Jai^j ^ Aj2l£ ljIj-s 
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JjjJalll (j) j^hdj) liliil cAjjjlaJVI 4x111 ^lu ^9 4g*^a uil) ^jj^ (>> AxjU ^^j.^'tt »^ 



U j*.! jW^VI ufcHjib i ftllkj 4x11! jblkV j!jx1u&I 4jajj! jlu.1 3) 

.Sf SjLg-a ^ jj£j2l! ji^A £&j J AjjJaJVI 4x111 <>-aj ^ 4jpl9 j^Vl 
4x11! hlL i^a JjJxll .4jtiSl CjIjjLj AlLufla SjLJ jA Sf-ljlll ^ jjijUl (> ci^Jlj 
Axill uaol 41luij JJa9l <jl qIaj 4x111 ljUjU uU£ <LuiIjJ <jl9 (AjJJaJ^I 
SjUj-« jjJaj Qiij ^ j 4x11 CjUjI* ^Lu ^jl ^Laj t^jjl jk&juti 4jJJaJVl 

.4-jUpil <> ^jjiaJVl 4x111 o- >»19 Sf I j9 ^te Cjjjp! ja! ?Sf I jaII 

ilibjial dj j^alk <_Aj£ Jaxj Ojjjj^I (j-ajJ .WpO*^ tjljl^j V dljjj 4jp ja 4jjaj Up) 
Axlll l>m aa\ j9 4^jjj .U jsj UjjP SjjjaJl ljU&II 4_,U£ dl^u ^3* 4x11) 

diaalt 4-»l£ ciUiuS! c£xj lilla JIJjV o^J ^j) d&' ^UJ£ll laia. £^al 

^IjjS! .^jjjSII jU>a. ^9 Upaia. j! SjSi* ^fl UpjUS fj <j->»lil! ^fl 3-»l£ll a jA £p 

.S.!^ UJ^ u' L r L ?^ 6^ J 4j^j j) (j^}.^*^' ljUjIa! S.Ua> l_u£ Sf Ij9 jA ( _^j-aLuJl 

<jl9 o-iaJl j .4^1* J£ CjUI^IuiV S-iP 4\li»i f jI j jJl jA JjaJl AxU) CjIJjLj ljU£ 
O^alkji i-i&l »^A ^.1 j <iL^ £j£ j& 4LjUl£]| CjUl^lluuV Aii«'l V f ^^u-il uUi^l 

Princeton Review Word Smart by : jj^ ^1 

J£ cjUl^kl^V <Si»i Sjp Ua!^ Vocabulary books by Harold Levine 

Uuull« CjU&I ^jIum Ijj ' U 1 V AxlII liilJ ljU£ Sf Ij9 .4_4lS 

^ift j.UJAj jjS! ^1 ^Uaj Culfi t CjUl^! <> % £ . (> Js\ ?ltu |jj .dl jlu^ 
uU£ ^ diajj ^ ilL* uaj9 dl <AuaIb 19 jlL CjUI^I <> % t . J5i ^IS l4j 

ilflaiaJ CjI » A^SlSl httal\ (Jaiu ?SjjJaJl ljUI^I jSJjj uL£ .AJ jjSI 

lJjjxUI ^» AilaV) Sf Ij9 jA ^&Ijj9) aJP 4 jj'^tl cijjxll) j jSj '^*.'J 

j! Jj1\ UA .dj ^1 AaUSI Jaiau ^ CaUlSll Aju^uJ! Sf I jSl! J O^J . S ^ ( J^ 1 S jW>» 
A^iua 1 . »f Ij9 4>I& .Ajj^JVl 4x1111 CjIJjLa ^> 4^iua r 1 • dj^l 4j| Jill Jja. ^4 

# l_iU£1| f l^JuVI dl£ aj ci^ui ^jiuil Jxj 4J) ^jxj Lu> 'b-*JJ 

0jj3>» ljU&II Sf Ij9 djLw ^Vl .U» jj U'IjSj ^21) cjUiual) jjp cipLa t^Ull ^ jfwVl ^ 
&\jaY ljUSI! Sf Ij9 ilul r JJxl! cic-Ua t d»llll| ^jf^Vl ^ .Up jfu<! 

ci jjj 4Ja^l) ^jfuil Jjt liLu datlal m| )j) o^l j iAjjji^ Aja^l) 0 ^A jJjj J9 .^jfuiV) ^ 
tAjiUll 4^iuall ^9 jflalw AaIS j| gj ***' 1 "**' xjiaiL "**' k lUS^ll ^LsjI x<4 ■ ■* *** 

^9 Ai£ (_jUS1| Sf Ij9 xJaluu Aulaxll a^A jIj^j JLIp .dj.ll 4i jJU Ja^I) ^usj cij^ij 
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(jA JjJxJ) ^xualm dill j t AjjxDI djlJjLa ^ L ■ aa SjLJ ^aSfl 4JjjjJa!l 

.gUIu&lj diJaallj AJZSl\ <liljW>» jJjlaj <> IjjjS jiaj cij—j 



»^ Ty^^^^^- # ^^^^^^^ '^^^^ * ^^^^^^ # 



READING SKILLS AIMS 




ULuiLUil JjjJjJ! j ujUKU njayuail OjaIUI <_J Jj^I 4Ja jll <>j ^xaII jsu 
\ JaJj V AIaISIa 4jj j^-a a-ia. j Ljjj ^ jJj .oJj^JI AxuuIaII ljUK 

.A^Uuluil AijjJaj ^ jajj 4-al£ Ajjj^I Cjlijjiil ^jfllloll ^JJJJ 
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Qiujjll 4 ■sj-s trt\\ Jjjlalt Sfljiftil ^jluus ^juiVill <j£^»J - \ 



lap 



box 



man 


cat 


bat 


sat 


mat 


hot 


shot 


not 


a lot 


got 


sit 


hit 


bit 


pill 


hill 


wall 


ball 


all 


tall 


call 


phone 


elephant 


photo 


graph 




she 


sheep 


sheet 






pen 


hen 


bell 


tell 




sit 


site 


sheep 






bit 


bite 


meet 






hid 


hide 
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top 


tape 


shape 


name 


hate 


sheep 


meet 


sheep 


fleet 




shot 


shoot 


school 


pool 


tool 



soon 



th 

shth 



he 


what 


yes 


hot 


why 


yellow 


house 


where 


you 


her 


win 




hen 







Jj £ jJiil £jJ jja^l d OA till jJl diw^ <J*aj £l qm jIaII 

..tilljjVI AC- ^ JlfrLmJ Iajj Hi. jajj £)^J £ ^ jl ^ <— ^- >w 
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***** 



IjSu dJ*J (>J JflkljAl! £1** <^J QOl <|Sf JjSfl 25 Jill! ^kall <ji C_L3U 

^jj 4jj]all ^xaII <J*aj <jf j£^j Uj jaj* AAa1\ S^li^l ^jj c_£Uail 

.4x11) ujLajSIj ^Jxii £2tJ jjJaaaHj f I jlaVlj fcia uull 



hoWto teach reading IN THE 1 st classes? 

AjjjiaJV! 3*111 cHJJJJ V-^ 1 ^ J 1 ^ C> I jilt S jlf4 jjjju 

IJjj ji lL» j JjVt uiuail .4x111 ^kj 4j|Jb iL» L^k- jj£ jjI) laj ^1 j 
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uijjaJt a^A jxJaj AjjI^uiC. UjLaK (jj^Su uJUal) ^ V^'j .Ijjj^j i— fljj^ 

:<£ti Jti* 

a b c d e f : JjSfl 4c-j*>aJ! 
bad dab dac dad bed fad def : eft* ^jjSjj vJUail ^ jLa 
vowel ^j^oa uSja Jc- <UK <j£ (| jaj £jf J^^Lj 

g h i j k 1 m :^h^I 4p ja^aI) 
kil hil hij jil him gim kim lim jgjSij tJUall ^ jiia 

vowel ^jao* uSja ^Jfc <Ul£ <j£ £l J^aiuj 

n o p q r s ;Ai3liJ» Ac-^axaJI 
nop pop rop son ron pos sos : J^> l«J^ vJUaJI ^ jLa 
vowel <J£ (| j^j £l J^aiij 

t u v w <&jAa-4il 
tut tuv vuv wut vut : Jj» C#j&i fiM 

VOWel uija. ^^Ic- <Ui£ <J£ ^ jaj £l J^aLj 

Ak\"<i\ f> ljIa1£ o^J^ u^Uall ' jfoj J j^l f^*-^' J-*% u' ^ 

; Jia dljj Ajj^Ij (jj^ u' * J- 4 ^ d ^ J^^J 

pen bed hen hat cat car box fox six fix 



26 



..lis* j Vu.LuJI ijc-bjll GUSil J) ^kail ^ 



READING NEEDS 

fjaxi laJL La Ijjj&S .5 jU^aII dJA 4LjIaj ^jia^L Jj S^ljlll SjjSj jftVn 

(jjj ^uii ii! (jjj Ij^on u£Uai) JlsLuiV AlaLuaJt S^ljll) ^11 (jjjilji-ait 

O^J SliUI! JU&S?) S j o^uaaJI jaJE J2a <J 4aI jII 

; ^tlau <UI .ilia. Ujli OJ^J <^ 

.Ul jL gjji! Axlaill <> CjU jbm £| jilwl ^jli"tnM £| -T 

SjI^aII d^A (JjjjjJj Jjjla ^9LaI) ^uaD 41a! Sf-ljAil ,jjjjj.Jj .lie 

: Jjlall »4b 

S*tj3 J Ji UpbUI J j^itflj Up^ljfl u£Uail 
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ilibUI jUjI I jj jUj £l j AxlaAli Alalua S*!jfl ^fl £ jjJii! u^UaJ! <> uitia) -V 

:^bii ji>uli 

*Does anybody have a different answer? 

.Lfcfc AjUVI V^ll <> S^l J ll^ Aiu-ui £>! 

<UuuSl La Aijjua IfLa (JjfSlj t"4j.Jxjil Aliu^l" Aliu^l O^A -> • 

Reading for Information :^UjkAi) <> SfiJUi 
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£-iajj 4j.i*Jj <A& AlhJ g,i j n^ 123 j ^1 L$^>ui g^l Aljjlail gjAj 

Fast Reading :<*j>-*il U\J&\ -t 
Reading for Recall :^Ujk*i! SjIxu-i <> s> ijili -r 

J-oJt jj ^UlSli o^uu U jSjj u£UaJ! Jjbu ^ ui£Jt Jp&t ^1 
a I ji jUj <ji i_£Uall <> ulkjj ujUlill (jiasui d jj £a 4jtiail) 

Reading for Grammar:JcijA]i <> ijili -t 
djc-ii sj& ij jj^j ^jjji Axiaiii ^i9L«ii jUaj s^ijiii ^j-^' j 

JjHaII ^aisil jl passive J j$")^ lt*^ 1 j' Tenses 4Lxa 
bifr U j£ uj^j Lkk tja-Jaj ji u^Uail t_iilajj speak reported 

Word Finding Reading :^u&i J*i 6- Sf ijili 

ji Lj^Ual) (-ALj ^ 4jtiaii) Cj|j-a o4& lj ^a!£ jLHj ji jjj jJLaII 
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WHITING 8 It HIS 




.4*11 (joil-aSfl qjIi^UI di.Jajl! d&u t 4*j| j j 4jja-« 4LjIaII i ^jJjlaJVb 
.^AJa^a 4LjIaj fJjlSl iliUte ^*aj ^xj ^1 4iL*aVb . ^jjJbjyi j d\ jiill 
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Writing skills aims 



Getting Your Written Message Across Clearly 

A colleague has just sent you an email relating to a meeting you're 
having in one hour's time. 

The email is supposed to contain key information that you need to 
present, as part of the business case for an important project. 

But there's a problem: the email is so badly written that you can't 
find the data you need. 

There are misspellings and incomplete sentences, and the paragraphs 
are so long and confusing that it takes you three times more than it 
should to find the information you want. 

As a result, you're under-prepared for the meeting, and it doesn't go 
as well as you want it to. 
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Have you ever faced a situation similar to this? In today's 
information overload world, it's vital to communicate clearly, 
concisely and effectively. People don't have time to read book-length 
emails, and they don't have the patience to scour badly-constructed 
emails for "buried" points. 

The better your writing skills are, the better the impression you'll 
make on the people around you - including your boss, your 
colleagues, and your clients. You never know how far these good 
impressions will take you! 

In this article, we'll look at how you can improve your writing skills 
and avoid common mistakes. 

AUDIENCE AND FORMAT 

The first step to writing clearly is choosing the appropriate format. 
Do you need to send an informal email ? Write a detailed report ? 
Create advertising copy? Or write a formal letter? 

The format, as well as your audience, will define your "writing 
voice" - that is, how formal or relaxed the tone should be. For 
instance, if you write an email to a prospective client, should it have 
the same tone as an email to a friend? 

Definitely not. 

Start by identifying who will read your message. Is it targeted at 
senior managers, the entire human resources team, or a small group 
of engineers? With everything you write, your readers, or recipients, 
should define your tone as well as aspects of the content. 

COMPOSITION AND STYLE 

Once you know what you're writing, and for whom you're writing, 
you actually have to start writing. 

A blank, white computer screen is often intimidating. And it's easy to 
get stuck because you don't know how to start. Try these tips for 
composing and styling your document: 
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• Start with your audience - Remember, your readers may 
know nothing about what you're telling them. What do they 
need to know first? 

• Create an outline - This is especially helpful if you're 
writing a longer document such as a report, presentation, or 
speech. Outlines help you identify which steps to take in 
which order, and they help you break the task up into 
manageable pieces of information. 

• Use AID A - If you're writing something that must inspire 
action in the reader, follow the Attention-Interest-Desire- 
Action (AID A) formula. These four steps can help guide 
you through the writing process. 

• Try some empathy - For instance, if you're writing a sales 
letter for prospective clients, why should they care about 
your product or sales pitch? What's the benefit for them? 
Remember your audience's needs at all times. 

• Use the Rhetorical Triangle - If you're trying to persuade 
someone to do something, make sure that you communicate 
why people should listen to you, pitch your message in a way 
that engages your audience, and present information 
rationally and coherently. Our article on the Rhetorical 
Triangle can help you make your case in the most effective 
way. 

• Identify your main theme - If you're having trouble defining 
the main theme of your message, pretend that you have 15 
seconds to explain your position. What do you say? This is 
likely to be your main theme. 

• Use simple language - Unless you're writing a scholarly 
article, it's usually best to use simple , direct language. 
Don't use long words just to impress people. 



STRUCTURE 

Your document should be as "reader friendly" as possible. Use 
headings, subheadings, bullet points, and numbering whenever 
possible to break up the text. 
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After all, what's easier to read - a page full of long paragraphs, or a 
page that's broken up into short paragraphs, with section headings 
and bullet points? A document that's easy to scan will get read more 
often than a document with long, dense paragraphs of text. 

Headers should grab the reader's attention. Using questions is often 
a good idea, especially in advertising copy or reports, because 
questions help keep the reader engaged and curious. 

In emails and proposals, use short, factual headings and subheadings, 
like the ones in this article. 

Adding graphs and charts is also a smart way to break up your text. 
These visual aids not only keep the reader's eye engaged, but they 
can communicate important information much more quickly than 
text. 

GRAMMATICAL ERRORS 

You probably don't need us to tell you that errors in your document 
will make you look unprofessional. It's essential to learn grammar 
properly, and to avoid common mistakes that your spell checker 
won't find. 

Here are some examples of commonly misused words: 

. Affect/Effect 

• "Affect" is a verb meaning to influence. (Example: 
The economic forecast will affect our projected 
income.) 

• "Effect" is a noun meaning the result or outcome. 
(Example: What is the effect of the proposal?) 

. Then/Than 

• "Then" is typically an adverb indicating a sequence in 
time. (Example: We went to dinner, then we saw a 
movie.) 

• "Than" is a conjunction used for comparison. 
(Example: The dinner was more expensive than the 
movie.) 
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• Your/You're 

• "Your" is a possessive. (Example: Is that your file?) 

• "You're" is a contraction of "you are." (Example: 
You're the new manager.) 

• Note: Also watch out for other common homophones 
(words that sound alike but have different spellings 
and meanings) - such as their/they're/there, to/too/two, 
and so on. 

. Its/It's 

• "Its" is a possessive. (Example: Is that its motor?) 

• "It's" is a contraction of "It is." (Example: It's often 
that heavy.) (Yes, it is this way around!) 

• Company's/Companies (and Other Possessives Versus 
Plurals) 

• "Company's" indicates possession. (Example: The 
company's trucks hadn't been maintained properly.) 

• "Companies" is plural. (Example: The companies in 
this industry are suffering.) 

To learn more about commonly misused words, misused 
apostrophes, and other grammatical errors, take our Bite-Sized 
Training session on Written Communication. 

Tip: 

Some of your readers - arguably an increasing number - won't be 
perfect at spelling and grammar. They may not notice if you make 
these errors. But don't use this as an excuse: there will usually be 
people, senior managers in particular, who will notice! 

Because of this, everything you write should be of a quality that every 
reader will find acceptable. 

Proofing 

The enemy of good proofreading is speed. Many people rush through 
their documents, but this is how you miss mistakes. Follow these 
guidelines to check what you've written: 
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• Proof your headers and subheaders - People often skip these 
and focus on the text alone. Just because headers are big and 
bold doesn't mean they're error free! 

• Read the document out loud - This forces you to go more 
slowly, so that you're more likely to catch mistakes. 

• Use your finger to follow text as you read - This is another 
trick that helps you slow down. 

• Start at the end of your document - Proofread one sentence 
at a time, working your way from the end to the beginning. 
This helps you focus on errors, not on content 



flptf to improve Writing skill ? 




(book English address 



(SJbtt j <> jjS! A^jj UU^ii) ^U&t f IJa! Jao* -(£ 
Ja* ^ jujju V j djl&l <> 41a^ tjUlil! J& 4£a\ ^jS _(j 
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^$^p|ffltoSlW6$£ ^fef^)^^J^ ^jfcjM^ ^ 

S±^U 41aju Lit 4j)Jh£ 

?f jail i^kfl I jU. 

<iLjj dua. tfcat 1±&a o^Sj Ujj S jaJ! 4jU&ti t Lu|J Jfrljil! J! CtiSfi V 

.4xllb g&Jk 
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(jb JlSUu] <_ uj]| dia,b j) (jjj^li]) a^Almtj tuijbkV! tililij^ai J^dljj 




language " Sbw*Ail ^alj^il ^VuhU ^ijjsui jail j^ulj 

"exchanges 

4x1]) ^Ixj JjLLa AjjjjlS) AjLU) ( xI*j LuIIaj ^j-a JLaJLui du^. t&lsJUl J-lLu (j\ • 
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4 \ T\\ *1) jc-I jSil j Sjj±sJI cjLoiSi! 4jUSj <iLu*aj ^^13 ^Li ^ 6^J ^ 



LEARNING WRITING BY ENGLISH 



.SjI^aSI d ^jltll *LuaaJt ^ U^'^JJ 
^Laaa-ua Aibjlaj ufljjaJt Ojf^ <-&UaII f^*- 4 ^' £ji -t 

lJLU I S jii-a ^ jjlj ji j A^aa-ua Aiujlaj ^ ujUlill ljjSj ji laj - £ 

.(—u£j La I jSj ,ji 

AI^jaSI uttiua <■ LuuSl |j| AJa^jlAl! AI^jaII (jaIjlaI £j*jil o^aj -V 
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Writing needs 



U JSj Lfljj 4> >a LUli A&.Ua Ualkk c^Uall £b VU* jaJ-l* 

<UjfrMUj If jjjLa UJ^ iaaJl ^IjAj ^IJjWI *Ujla-a jA *LUi ^alaj 

uUla ji ^ia jlai Sf lj§ ^jjulaluti V <-£Uall (j^aju dbA q) JjH LaHc- ^'j^ 

.O^j^t S jj2 J*j iillj 

JjS ^ 4jb£ll ujJjib 4_uaLk (Jtjji jl (j-aLk jjflj j^ajMa^j -£ 
U-ia uuj j) jaIujV) I jiak c^UaluLai) jjS bjLaj bjjju» o jj-I^jj AjjL&j ^li 

Ajju^I CjUaUilll j Ajt&b ^Jft j .4x11) oJA AjU£] Jfr! jUt JIa 
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.LijjaJ! 



***** ****** 
dfhklt b 



aceimnorsuvwxz 

'W* jjfimlM ^jjlditl lit 

gipqy 
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abcdefghijklm 

' djdrtk&lf JiijJjifitf^J Ojjiyihifli I %ijypAil$ ~V 



Gg 


Ff 


Ee 


Dd 


Cc 


Bb 


Aa 
















Nn 


Mm 


LI 


Kk 


Jj 


li 


Hh 
















Uu 


Tt 


Ss 


Rr 


Qq 


Pp 


Oo 




















Zz 


Yy 


Xx 


Ww 


Vv 

















MynameisAhmad.lamSaudi. 

myn am eisa hma dia msa udi 

( IgJltji C~Jua3 &>ls£j( Js-\yL> ^»jsL j»J l^JlS'OI *i' AAjLJl SA^Jl j^ai ^ij^J ) 
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.S°uc/i am I .Ah m ad ,-s name y M 

(JJJujla t-iUjl < noil A-alfib AjUxJI ^jjj^all Ajli t^jj La£ 



IMPROVEMENT OF ENGLISH SKILLS 



(jla&ail l^uaauj Ajsujj-a S^lj S^j jLuu Ljljl^-a ^ j Ajblltj Sf \J&1\ &\JifrA 
jfkjj ((J^jjJjI) 4 jloC- f.Uj| AlalS Aljjjaj bj 1^ c^J^Ia jS-ub 

4jaL*I 4iK AjJJLaJVI Axil) fl ^ bwal j Ux^a Cj!jL$-*Jl oh> <J Lix^xSl 

uJUafl ^ujLujV) jj^II jAtaujj ^IxaII Jja IJ£ jaL« ^LuI) <^^£j o^J^ 
a) laJL ul Aiuaiia uj)±^j£ 4*111 ^jAlLa J^Ljuj Aulxk £UfeLL» 
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Conclusion 



When we learn a language, there are four skills that 
we need for complete communication. When we learn 
our native language, we usually learn to listen first, 
then to speak, then to read, and finally to write. These 
are called the four "language skills": 

. 1: Listening 

. 2: Speaking 

. 3: Reading 

. 4: Writing 
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